GP9: DEDUCTION REPORTING PART 2 - REPORT PROCESSING

Deduction Reporting Part 2 - Report processing

In this guided practice, you will learn how to:

B review deduction report details,

run an error report and filter records to locate errors and exceptions,
correct an error/ exception caused by bad data,

review and override a record with an allowable exception,

use a salary correction code to resolve a “base to salary” error,
review a missing members report,

add comments to a deduction report, and

submit a deduction report.

Note To fully understand the exercise in this guide, reference the other guides designed to
supplement this guide, including the deduction reporting checklist

Reviewing deduction report details

This guide picks up where GP8 Deduction Reporting Part -1 — Imports left off. If you do not
already have a report that is fully imported and ready to be processed, please first refer to that
guided practice.

Once your report is fully imported, it now needs to be tested and processed. The MyTRS screen

for working on deduction reports is called the Deduction Report Editor. To review your report,
do the following:
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GP9: DEDUCTION REPORTING PART 2 - REPORT PROCESSING

1) Click Review Employer Deduction Reports, Billing History & Payments on the Home page
link or in the “I Want To:” menu.

Wednesday, February 16, 2011 | Welcome Robert George ~| Account Settings | Logout

l!!t%! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM [Change Employer

©

PLEASE NOTE: Using the browser's back button within MyTRS may cause your session to become invalid. Please do not
use the browser's back button, delete key or backspace key to view the previous page; instead click on the
breadcrumb links (in white) that will appear in the navigation bar.

Employer Management News and Alerts

e View Employer Information
e View/Update Payroll Calendar

e Review Employer Deduction Reports, Billing History & Payments _
e Process Your Online EFT Payments

Your Members

e View/Update Member Information
e Register Employee

Import/Export Files

e Import MTRS Deduction Report

Administration Functions

e View/Update User Information
e View/Update Your Password and Other Account Settings

2) Click the Deduction Report tab.

Wednesday, February 16, 2011 | Welcome Robert George

RS

I | Want To:

MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Home » Employer Management » Review Employer Reports, Billing History & Payments

LGOS Deduction Report  Payment History

&

Employer: 9005 GOTHAM PUBLIC SCHOOLS
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3) Before opening the report, compare the Total Due to your monthly payroll register reports
and/or payment(s) to make sure your report total is correct. If the total is incorrect, you may

want to delete the report and load a corrected report, or open the report to find the source of
the report to payment variance.

Wednesday, February 16, 2011 | Welcome Robert George | Want To: ;' Account Settings | Logout

RS 9005 GOTHAM PUBLIC SCHOOLS
B/M MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM [Change Employer]

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions [EsEGleLN:ETllsdll Payment History

Employer: 9005 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Deduction Reports

Report Status: [T TNNGGN - \ \
. Edit Deduction Report 1 Submit | Delete | Distribute ]

+ Controls

Inserted Report Date Reporting N
Date Status ~ Released Period & Identifier Trans# Total Due Total Balance

02/14/2011 w 05/01/2010 | Initial Deduction Report _ $8,693.89 $8,693.89

Active

Note The Total Due field displays the total of the deduction report, and the Total Balance
field displays the balance of the report that has not been funded. Because applying a
payment is the last step in processing a deduction report by an MTRS representative,
these two values always match when your report is in the Initial status. Please ensure
that these balances match your report total before you submit your report. In the rare
case that your payment is incorrect, please note that to your Employer Services
Representative and make arrangements to correct the payment error.

4) Assuming the total is correct, select the row for the deduction report you wish to edit, and
click Edit Deduction Report.

Wednesday, February 16, 2011 | Welcome Robert George || Want To ;] Account Settings | Logout

! ! !la! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM [Change Employer]

Home » Employer Management » Review Employer Reports, Billing History & Payments

MIGLEEECOE Deduction Report SN ERIR T 1a%

Employer: 9005 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Deduction Reports

‘Report status: TG ]

Edit Deduction Report 1 Submit | Delete | Distribute |
-+ Controls
Inserted Report Date Reporting .
AciVE pate Status = Released = Period & Identifier Trans# Total Due Total Balance
m 02/14/2011 m 05/01/2010 | Initial Deduction Report _ $8,693.89 $8,693.89
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The deduction report will open, as shown on the Deduction Report Editor pop-up screen.

/2 Deduction Report Editor - dows Internet Explorer

Report Summary
Employ: T = |
Agreement:] |
Job Category:| |
Reporting Period: 05/01/2010 Report Stop Date: 05/31/2010
Batch No: Biling Type: Contribution
Member Count: 19 Row Count: 37
Report Details
Controls
et
Actve | [[=| | Ddte s Neme Reprted Lest Neme  Reported Fest
& PN PPN | sse-ce-000t ape Ay
c| 7] ® A sseson a8, amy
(o] r X 993-11-0008 BloL0GY Gl
el r ® A 993-03-0011 80SS, BRNARD 0 g0ss B2
el r ® A =eeau BOSK, BERNARD PO [BOSS s=E
fel r ® 993-11-0051 CALCULLS, CRIS caicuus cHRIS
fo] r ® 999-11-0061 CALCULLS, CHRIS cacuws oIS
ol n ® 998110054 DESK, DANIEL s L
ol n ® S-05-0002 GERA. AL G A
Cl 0 ® 993-05-0002 SmR G=Ra A
el r 4 995110050 GEOGRAPHY, GEOFF | |GE0GRAPHY =l
fel r x 999-11-0080 GEOGRAPHY, GEOFF  cengrassy GEoFF
[al r X 993-08-0013 iGoooe ™a
lel r ® 999-08-0013 1GooDE ™A
lel - ® 995-11-0015 LOCK=R 113
ol [O] | ® 29511005 ook v
(o] r ® 99080003 HATH, MARY MaTH MaARY
(o] N ® 99080003 HATH HARY MaTH MARY
(ol r ® 995080008 PENCIL. PALL seNcTL PALL
[o] r X 993080003 PENCIL. PALL PENCTL PAUL
(o] r X 993-05-0005 PHYSICS, PHIL PHYSICS I
K|

Neme

Report Status: [nital

Reported Midde
Neme

Reported Suffic Rec Type

NeNormal -

Neblormal -

Trans#: 7905
Type: Deduction Report
Identifier: 05-2010 Deduction Report
Operator:

Report Status Overrdes[ 5]

View Summary Except. Report Error Summary
2ay Date Piog Dte st | 4 Dstton  Lmtalimert
O s | siowzo0 | ] 110% 2373 537 0
sz | asow2m | 7] 10% FEE) 53 q
s | osow2m | 7] 10% ma [} q
om0 | osow2m | 7] 10% 51923 231 q
ez | [T esoan0 | 1% 5523 @231 q
o2 | T oo | T 10% 314 [} q
oz | T Tt s | 0% Bie [} q
05/13/2010 j 05/01/2010 j 10% 314 9 a
o5/132010 j 05/01/2010 j 10% 3 [} q
oz | T oo | T 10% %3 [} q
oo | T Tt M | 10% 314 [} q
oz | T osovao |7 10% 314 [} q
esmamo |7 esoano |7 10% 41038 [ q
sz | asov2m | 7] 10% 41038 [} q
osmm | osow2m | 7] 10% 218 [} q -
sz | osow2m | 7] 10% 218 [} q
esmano | osow2m || 7] 10% 2705 2% q
oz | T ooz |7 10% 2705 2% q
e s | oo |7 10% o) %3 q
oz | T oo |7 10% 1837 %3 q
esmm | T T | 10% %3 [} =
»
I O 3 FRECTIR

Note The Deduction Report Editor automatically opens in Edit mode. Once a report is saved,
you must click Edit to make any additional changes. Employers can only edit a report if
the report status is Initial. The report status can be viewed from the deduction report

tab.

Note If multiple users access the report in tandem, only the initial user can make changes.

Other users can only review the report.

Note The MTRS recommends that users save every 5-10 minutes to minimize the risk of losing

progress made during report correction. MyTRS will retest your report every time you

click Save.
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5) Expand the Controls toolbar by clicking on the + symbol next to Controls in the Report
Details section.

/f Deduction Report Editor - Windows Internet Explorer

O] x]
Report Summary
= A
Employer:| 5005 GOTHAR L Report Status: 1naial Trans=:
Agreement:|

7905

Report Source: EMPLOYER Type: Deduction Report

Date Received:| / /

el Ll e

Job Category: [an

Reporting Period: 05/01/2010
Batch No:
Member Count:

Report Stop Date: os/31/2010 Contribution Date:| / / =

N Date Released:| / /
Biling Type: Contribution —

Identifier: p5-2010 Deduction Report
Operator:

ReportStatus Override:[ o]
Row Count User Released:
19 W :

37

View Summary Except. Report Payment Details Error Summary

Report Details
-+ Controls

Select
Active r Delets SSN

Name & Reported Last Name  Reported First Name zi": = Middle gf?fc Rec Type Pay Date Period Date Rate
I r x| A 995-08-0001 APPLE, AMY APPLE AMY 'N-Normal - | = | 05/13/2010 :| 05/01/2010 j 11.0%
O 7] ® A\ 9080001 |  APPLE AMY APPLE Amy [NNomal =] = Oszzow0 [ osiowzon0 [T 1wo%

The Controls toolbar will expand to show the following options:

Report Details

~ Controls| © add| = Delete| $& Addons| 7 Fiter| 185 modify| B Sort| [F] view Row| [E] Records| & Print| 2@ Export
Select

o P s 2 o 2 o

Reported Middle  Reported —

Note For a detailed description of the controls functions, please see the supplemental guide
on using the controls functions.

You have successfully opened and reviewed a deduction report.
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Running an error report and filter records to locate
errors and exceptions

1) Open the Deduction Report Editor window for the selected deduction report by clicking Edit
Deduction Report.

Wednesday, February 16, 2011 | Welcome Robert George

RS

|1 want To: =] Account Settings | Logout

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

M PUBLIC SCHOOLS
[Change Employer]

Home » Employer Management » Review Employer Reports, Billing History & Payments

MIGLEEECOE Deduction Report SN ERIR T 1a%

Employer: 9005 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Deduction Reports

Report Status: [{R7EININGGG—_G - I

Edit Deduction Report

Submit | Delete | Distribute
-+ Controls
Inserted Report Date Reporting
Active pate Status ~ Released Period & Identifier

Trans# Total Due Total Balance

n 02/14/2011 m 05/01/2010 | Initial Deduction Report _ $8,693.89 $8,693.89

2) Click Except. Report.

Report Summary

Employer:l Report Status: 1nial

Trans=: 7905

Agreement:l

Job Category:[a

Reporting Period: 05/01/2010
Batch No:
Member Count:

Report Details

Lt el

Report Stop Date: ps/31/2010
Biling Type: Contribution

Row Count: 37

Report Source: EMPLOYER
Date Received:| / /
Date Released:

Type: Deduction Report
Identifier: 0s-2010 Deduction Report
Operator:

Report Status Override: o I

Y

Except. Report

!/

View Summary Error Summary

-+ Controls

Sallct Reporied Middle | R
Acive| [=| Delte | SSN Name Reportad Last Name  Reponad First Name Naffeec = ?g’f:(‘e‘ Rec Type Pay Date Period Date Rate
C T ® A sstsoon | APPLE AMY APPLE AMY [Womal =] = osiszon | osfor/2010 |7 11.0%
| T ® A 080001 | APPLE AMY APPLE AMY NNomal =] = 05272000 |7 osfor/2010 |7 11.0%
crl = 995-11-0008 | BIOLOGY, BETH BIOLOGY BETH [Wiomal =] = osz7zon | osfor2010 |7 11.0%

Note MyTRS will retest your report every time you click Save.
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The Deduction Report Errors and Exceptions Summary Report will appear as a pop-up window.
This report provides an alphabetical list of all errors and exceptions in your report.

ﬂ‘ Deduction Report Exception Details - Windows Internet Explorer AIEILI

rkRepDetailRej SIAAAAAAAAAFYZIOGIUThEN NG cNiCReZGZjcGLhyBhNT3BKTS_KLPBK | Y

Employer: 9005 GOTHAM PUBLIC SCHOOLS

Hﬁl@'@ Mz @@ o M -

|»

Deduction Report Errors and Exception Summary Report
Reporting Period: 05/2010
Employer: 9005 - GOTHAM PUBLIC SCHOOLS

Generated on:  02/16/2011 13:07:36

Generated by: bgordon9005

Type Member SSN Member Name Rec Type Pay DT Error / Exception Message Override
Exception XXX-XX-0001 APPLE, AMY N 05/27/2010 EXCEPTION:Potential rate error: MTRS rate 11%
School rate 7.99%
Exception XXX-XX-0001 APPLE, AMY N 05/27/2010 EXCEPTION:2% Deduction taken in emor
Exception XXX-XX-0001 APPLE, AMY N 05/13/2010  EXCEPTION:Potential rate error: MTRS rate 11%
School rate 7.99%
Exception XXX-XX-0001 APPLE, AMY N 05/13/2010  EXCEPTION:2% Deduction taken in emor
Exception XXX-XX-0011 BOSS, BERNARD PHD N 05/13/2010  EXCEPTION:2% Deduction taken in eror
Exception XXX-XX-0011 BOSS, BERNARD PHD N 05/13/2010 EXCEPTION:Potential rate error: MTRS rate 11%
School rate 8.99%
Exception XXX-XX-0011 BOSS, BERNARD PHD N 05/27/2010 EXCEPTION:2% Deduction taken in emor -
Exception XXX-XX-0011 BOSS, BERNARD PHD N 05/27/2010  EXCEPTION:Potential rate error: MTRS rate 11%

School rate 8.99%

Exception XXX-XX-0015 RULER, RANDY N 05/13/2010  EXCEPTION:Potential rate error: MTRS rate 11%
School rate 9%

Note You can save or print this report to use as the basis for correcting your report.

Note The Report Viewer pop-up window has two scroll bars on the right side, which, if you are
viewing this report online, may need to be moved to view all of the records on a page.

3) Click Close to return to the Deduction Report Editor window.

/2 Deduction Report Exception Details - Windows Internet Explorer -0 x|
X 8jsTiDN7GAIF3WwcNICReZGZjcGLhyBhNT3BKTS_KLI :

9005 GOTHAM PUBLIC SCHOOLS

Employer: 9005-GOTHAM PUBLIC SCHOOLS Employer:

= = KR AN R N D - | EEa—

Deduction Report Errors and Exception Summary Report
Reporting Period: 05/2010
Employer: 9005 - GOTHAM PUBLIC SCHOOLS

Massachusetts Teachers’ Retirement System 7



GP9: DEDUCTION REPORTING PART 2 - REPORT PROCESSING

Using filters to locate errors and exceptions

1) Click the Filter ( ) button on the Controls bar. The Filter control expands, and a
blank row appears above the records in the Report Details section.

Member Count: 19 Row Count: 37
Release Re! e Deductions , View Summary Except. Report Payment Details Error Summary
Report Details
= Controls‘ @ Add‘ = Delete| %Addons‘ ' Filter‘ ﬂ{ﬂ g ‘ Iﬁ} Modify] B Sort‘ D Wiew Row[ 3] Records‘ =] Print[ @ Export
Select
ctive | [7| | Delete SSN Name & Reported Last Name Reported First Name Reported Middle Namé]

!

e r =N 595-08-0001 APPLE, AMY APPLE AMY
e r ® A 999-08-0001 APPLE, AMY APPLE AMY
e r ® 999-11-0008 BIOLOGY, BETH BIOLOGY BETH
clrl ®A $99.08.-0011 BOSS, BERNARD PHD B0SS BERNIE
cr BA 955.08.0011 BOSS, BERNARD PHD 8055 BERNIE
ol O | ® 995-11-0061 CALCULUS, CHRIS CALCULUS CHRIS
e r 53] 9593-11-0061 CALCULUS, CHRIS CALCULUS CHRIS

2) Enter the search criteria for the filter in the blank fields (e.g., an employee’s name in the
Name field).

Member Count: 15 Row Count: 37
Release Release Deductions View Summary Except. Report Payment Details Error Summary
Report Details
Controls‘ @ Add‘ = Delete‘ %Addons‘ Y Filter‘ {Eﬂ g ‘ IE} Modify‘ 3] Sort‘ E] View Row‘ 1] Records| =1 Print‘ @ Export
Select
Active | [[| | Delete SSN Name 4 Reported Last Name Reported First Name Reported Middle Nam
~ ot
IOl r ) A 995-08-0001 APPLE, AMY APPLE AMY
el r®A 995-08-0001 APPLE, AMY APPLE AMY
e r ® 999-11-0008 BIOLOGY, BETH BIOLOGY BETH
corl ®A 999-05-0011 BOSS, BERNARD PHD BOSS BERNIE
e r ® A 959-08-0011 BOSS, BERNARD PHD BOSS BERNIE
e r (3] 959-11-0061 CALCULUS, CHRIS CALCULUS CHRIS
cor 995-11-0061 CALCULUS, CHRIS CALCULUS CHRIS

3) Click Execute ( ) to filter the data. The Report Details section refreshes, displaying the
narrowed results that match all of the criteria you entered.

Member Count: 15 Row Count: 37

Release Release Deductions View Summary Except. Report Payment Details Error Summary

Report Details
= Controls‘ L] Add[ = Delete‘ %Addons‘ \2 Filterl @?‘ 2 ‘ E Modify] B Sort[ D View Ruw‘ [® Records[ =1 Print‘ @ Export

Active r Delete SSN Name & Reported Last Name Reported First Name Reported Middle Name|
~ Math

e r ® 995.09.0003 MATH, MARY MATH MARY I

o r = 995030003 MATH, MARY MATH MARY fr-

Note Users can filter based on multiple fields and do not have to clear the filter between
searches.
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4) Click the Clear Filter ( ) button to remove criteria from the filter row.

USer
Member Count: 19 Row Count: 37 ~

View Summary Except. Report Payment Details Error Summary

Report Details
— Controls| @ add| = Delete| $& addons| 7 Fiter| €3] % | 18b modify| B sort| 2] view Row| [E] Records| & print| & Export

Select
Acive [[=| | Delete SSN Name & Reported Last Name Reported First Name Reported Middle Name
~
el r ® 959-09-0003 MATH, MARY MATH MARY T.
e r ® 959-09-0003 MATH, MARY MATH MARY fr.

5) Click Execute ( ) to view all records in the report.

/2 Deduction Report Editor - Windows Internet Explorer _|D|5|

% https:jv3uat.trb.state.ma,usfuattest/app

Employer:  9005-GOTHAM PUBLIC SCHOOLS 9005 GOTHAM PUBLIC SCHOOLS
Report Summary
Employer: = | Report Status: Tniial Trans#: 7905
Agreement: | Report Source: EMPLOYER Type: Deduction Report
Job Category: a7 = Date Received:| / | &= Identifier: 05-2010 Deduction Report
Reporting Period: 05/01/2010 Report Stop Date: p5/31/2010 Contribution Date:[ / / j Operator: >
. § . o Date Released:| ; / Report Status Override: ,ﬁ
Batch No: Billing Type: ‘Contribution User Released:
Member Count: 13 Row Count: 37
View Summary Except. Report Payment Details Error Summary
Report Details
~ Controls| © add| = Delete| $% Addons| ¥ Fiter| (8l Modify| B Sort| ] view Row| [E] Records| @ Print| & Export
Active Sle—‘ec Delete  SSN Name & Reportad Last Name | Reported Frst Name | hoponsd Middle | Reponed Pay Date Pesiod Date Rate
@ PN PRGN/ fs95-0s-0001 | JAPPLE AMY. APPLE AMY [nNomal == fosi132010 = lfos/01/2010 | = N1 0%
c| T ® A\ ss0e0001 |  APPLE AMY APPLE AMY [WNomal =] = bsi7200 | 05/01/2010 |7 11.0%
cl N o ® 995110008 | BIOLOGY, BETH BIOLOGY BETH [WNomal =] = bsiz2o0 | 05/01/2010 |7 11.0%
| M| ® A\ 9050011 | BOSS BERNARD PHD [goss BERNIE [Whomal =] = bsispow0 |ZH  espwzer0 [T hnos
| T ® A\ 905001 |  BOSS BERNARD PHD goss BERNIE [NNomal =] = lbserzoi0 |TH  bsiowzo0 [T 1wo%
ol 0] | = 595110061 CALCULUS, CHRIS  caicuius CHRIS [Whomal =] = bsispow0 |ZH  espwzero [T hnos
clrl = 595110061 | CALCULUS, CHRIS  caicuius CHRIS [WNomal =] = lbserow0 | T bsiowzo0 [T 1wo%
ol |0 | = 995110064~ DESK DANIEL DESK DANIEL [Whomal =] = bsiaspow0 |ZH  espwzer0 [T hnos
clrl = 995110064 = DESK DANIEL DESK DANIEL [WNomal =] = lbserow0 [T bsiowzo0 [T 1wos
ol |0 | = 995110010 = EASEL EMMA EASEL EMMA [WNomal =] = bsispow0 | T espwzer0 [T hnos
cl 0 ® 999-11-0010 | EASEL EMMA EASEL EMMA [WNomal =] = bsi72o0 | osfo1/2010 |7 11.0%
ol (O] | = 999050002 | GEBRA. AL GEBRA AL [WNomal =] = bsisow0 | T espwzero [T hno% -
clr = 995050002 = GEBRA, AL GEBRA AL [WNomal =] = bszow0 | espwzero [T no%e
el r ® 995-11-0060 GEOGRAPHY, GEOFF  GEGGRAPHY GEOFF [Whomal =] = osiso0 | osio12010 | 7] 11.0%
el r ® 995-11-0080 GEOGRAPHY, GEOFF | GEGGRAPHY GEOFF [Whomal =] = osero0 | osioi2010 | T 11.0%
ol r ® 955080013 GOODE, IMA GOODE IMA [WNomal =] = losiszon0 | osior/2000 | T 11.0%
C r ® 995080013 GOODE, IMA GOODE iMA [WNomal =] = losizro10 |7 osior/z000 | T 11.0%
el r ® 995-11-0016 LOCKER, LILY LOCKER uLy [WNomal =] = losizzon0 |7 osior/z2000 | T 11.0%
el r ® 995-11-0016 LOCKER, LILY LOCKER uLy [WNemal =] = ©si27o0 | T osjoi/2010 |7} 11.0% _';|
< | »
[pone [T [ & @ nternet [7a~ [®10% -

You have successfully run an error report and filtered your report to locate errors.
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Correcting an error/exception caused by bad data

Below, we will show an example of correcting a record with a salary is invalid error. Complete
the following steps after producing an error report and filtering your records to view only
records for an employee on your error report.

1) Click the radio button next to the row you’d like to review.

Report Details
~ Contrals| @ add| = Delere| 8 Addons| 7 Filter| €33| % | B4 sort| ] view Row| [ Records| @ Print| & Export
Active T—»C Delete SSN Name & Reported Last Name Reportd First Name
v =asel
C r ] A 955-11-0010 EASEL EMMA EASEL EMMA
Il r | A 955-11-0010 EASEL EMMA EASEL EMMA

2) Click the View Row control () to launch the View Row pop-up window. Data

displays for only the selected row.

Record# 1 of 2 Iﬁ]
4 4 » ¥l
Active ol
999-11-0010

Name EASEL, EMMA
Reported Last Name EASEL

Reported First Name  gnna

Rec Type N-Normal

Pay Date 05/13/2010

Period Date 05/01/2010

Rate 11.0%

Regular Deduction 212,03

Base 1,927.54

n
.i
o 0O O O o o

FTE% 100

Position Teacher
ContrTerm 10

Pay Freq 2%
Pay Dur 12
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3) Review your record and enter corrections in each field as needed. In our example, the user
would make the changes to the annual salary field.

Ineligible 0
FTE% 100
FTE Code [ =i

Salary So116iE ]
Position I Teacher v I

ContrTerm I 10 [= |
Pay Freq 26 >

4) Click the gray X icon to close the pop-up window, or use the blue arrows at the top of the
pop-up window to scroll among records.

Record# 1 of 2 —
4 4 » bl
Active '
$55-11-0010
Name EASEL, EMMA

Note Use the Filter control to filter the data for errors and exceptions. Next, use the View
Row control to display each row in the vertical format. Use the navigation arrows to
move from one record to the next. Only the filtered rows will display. Remember to
clear your filter and save your changes to view the updated and corrected records.

You have successfully corrected an error caused by bad data.
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Reviewing and overriding a record with an
allowable exception

Below is an example of reviewing and overriding a record with the exception Combination of
Member name and SSN does not match the data in our system. Complete the following steps
after producing an error report and filtering your records to view only the records for an
employee on your error report.

1) Click the radio button next to the row you’d like to review.

Report Details
— Controls\ @ Add| a Delete‘ ﬁ’l-‘\ddons[ A% Filter\ E’:}\ 2 [ E} Modify| Sort\ D View Row‘ E2} Records‘ (=] Print\ @ Export
Select
Active l_ Delete SSN Name & Reported Last Name Reported First Name
v note
o) = & 959-11-0063 NOTE, JUNE TUNE JUNE
e r = A 955-11-0063 NOTE, JUNE TUNE JUNE

2) Click the View Row control () to launch the View Row pop-up window. Data

displays for only the selected row.

Record# 1 of 2
44 » bl
Active IS
999-11-0063
Name NOTE, JUNE
Reported Last Name TUNE
Reported First Name  juNE
Reported Middle Name
Reported Suffix
Rec Type | N-Normal = *
Pay Date os/132010 | T
Period Date osfo1/2010 | T
Rate 11.0%
Regular Deduction 104.08
2% Deduction 0
Installment 0
Service Correct Code | =
Base 946,15
Coach 0
Retro 0
Long 0
Stipend 0
Premium 0
Ineligible 0
FTE% 0
FTE Code I |
Salary 41,000
Position [Fed= =
ContrTerm [T =
Pay Freq 26 -
Pay Dur |12 |
Override | . I
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3) Review your record. If the newly reported name is correct, override the exception by
choosing Yes in the Override field.

Record# 5 of 13 3]
44 » »l
Active «
995-11-0063
Name NOTE, JUNE
Reported Last Name TUNE <
Reported First Name  SUNE  ummm
Reported Middle Name <=
Reported Suffix <=
Rec Type | N-Normal LI *
Pay Date 05132010 | T
Period Date osfo12000 | T
Rate 11.0%
Regular Deduction 104.08
2% Deduction 0
Installment 0
Service Correct Code | =
Base 946,15
Coach 0
Retro 0
Long 0
Stipend [}
Premium 0
Ineligible 0
FTE% &0
— | =1
Salary 41,000
Position [far= =1
ContrTerm [t =
Pay Freq 26 -
Pay Dur [12 =
Override M = ¢=m

4) Click the gray X icon to close the pop-up window, or use the blue arrows at the top of the
pop-up window to scroll among records.

Record# 1 of 2 mmp [
4 4 » bl
Active o
995-11-0010
Name EASEL, EMMA

Note You can use the Report Status Override button to override all of the remaining
exceptions in your report once you have reviewed them to make sure the information is
accurate.

Note Use the Filter control to locate a record with an error or exception. Next, use the View
Row control to display each row in the vertical format. Use the navigation arrows to
move from one record to the next. Only the filtered rows will display. Remember to
clear your filter and save your changes to view the updated and corrected records.

You have successfully reviewed and overridden a record with an allowable exception.
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Using a salary correction code to resolve a “"base to
salary” error

Below is an example of choosing the appropriate code to override the following error:

Base earnings do not match salary, based on the FTE and Pay Frequency reported.
Please ensure those fields are correct. If they are, please use a SC correction code.

Complete the following steps after producing an error report and filtering your records to view
only the records for an employee on your error report.

1) Select a row to review.

Report Details
~ Contrals| @ add| = Delete| $8 addons| 7 Fiter| €53 % | B sort| 2] view Row| [E] Records| & print| & Export

Select

Active [— Delete SSN Name 4 Reported Last Name Reported First Name
v gebra

ol N il A 595-05-0002 GEBRA, AL GEERA AL

(gl - ® 999-05-0002 GEBRA, AL GEBRA AL

2) Click the View Row control () to launch the View Row pop-up window. Data

displays for only the selected row.

Record# 1 of 2 =
44 »Pp
Active I
SSN 995-05-0002
Name GEBRA, AL
Reported Last Name  Gegra
Reported First Name 4|
Reported Middle Name
Reported Suffix
Rec Type | N-Normal =l =
Pay Date os/32000 | T
Period Date osfo12010 | T
Rate 5.0%
Regular Deduction 82.53
2% Deduction 0
Installment 0
Service Correct Code | 2|
Base 1,650.66
Coach 0
Retro 0
Long 0
Stipend 0
Premium 0
Ineligible 0
FTE% 100
FTE Code [ -
Salary 50,116
Position [Faee =1
ContrTerm [ =
Pay Freq 2% -
Pay Dur [2 = |
Override — ®
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3) Please review your record and choose the appropriate Service Correct Code.

Installment 0

~|

SD-Unpaid Snow Days
DL-Disciplinary Lezve

Retro ST-Unpaid Strike Day
Long SC-Szlary Change Mid-Period
- MT-Mid-year termination or death
Stipend MH-Mid-year Hire
Premium 0
Ineligible 0
FTE% 100

4) Click the gray X icon to close the pop-up window, or use the blue arrows at the top of the
pop-up window to scroll among records.

Record# 1 of 2
4 4 » bl
Active IS
955-11-0010
Name EASEL, EMMA

===l

Note Use the Filter control to locate a record with an error or exception. Next, use the View
Row control to display each row in the vertical format. Use the navigation arrows to
move from one record to the next. Only the filtered rows will display. Remember to
clear your filter and save your changes to view the updated and corrected records.

You have successfully used a salary correction code to resolve a “base to salary” error.

Massachusetts Teachers’ Retirement System
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Reviewing a missing members report

The deduction report editor’s errors and exceptions report may list all employees that MyTRS
deemed missing for a certain pay date (based on your active employee roster, employee statuses

and payroll calendar).

Generally, there are four reasons an employee may be listed on this report. The steps needed to
resolve these errors depend on which of the following is causing your missing members report

errors. Resolving most missing member cases starts with closing your deduction report and

navigating to the Employment tab in the View /Update Member Information link.

1. An extra pay date was added to your calendar and not all employees were
paid on that date. Extra pay dates that do not apply to all employees should
not be added to the calendar. A rare exception may apply for instance if the
extra date is the district’s lump-sum (balloon) payout date. You may need to
correct your payroll calendar or explain why records are appearing on the
missing member list when they are not truly missing.

2. The employee is terminated or on leave, and his or her MyTRS employment
status event needs to be updated. (See GP4 for updating employee data).

3. The employee is missing because no deduction was taken from his or her
pay. This scenario should be explained in your comments section.

4. There is an error with the employee’s pay frequency or pay duration in the

deduction report. If this is the cause, correct your employee’s record as
needed.

To view your list of missing members, complete the following steps:

1) Click Except. Report.

/2 Deduction Report Editor - Windows Internet Explorer (=] 9|
.trb. state.ma.us/ual ex epol ) I
9005 GOTHAM PUBLIC SCHOOLS
Report Summary g} &
Employer:l 5005 GOTHAM PUBLIC SCHOOLS _| Report Status: 1nitial Trans=: 7905
Agreement: [[7rs =l Report Source: EMPLOYER Type: Deduction Report
Job Category:[x = Date Received: | / / Identifier: 0s-2010 Deduction Report
Reporting Period: ps/01/2010 Report Stop Date: ps/31/2010 Date Released: i Operator:
o o R t Status Override: = I
Batch No: Billing Type: Contribution eport Siatus Override:
Member Count: 19 Row Count: 37 ‘
View Summary Except. Report Error Summary
Report Details
+ Controls
- Reported Middle | Reporte
Acive [=| Dekte | SSN Name Reported Last Name | Reported First Name | oror oos | SoE0mes Rec Type Pay Date Period Date Rate
T ® A s0s0001 | APPLE AMY APPLE AMY NNomal =] = 05132000 |7 osfor/2010 |7 11.0%
| T ® A 080001 | APPLE AMY APPLE AMY NNomal =] = 05272000 |7 osfor/2010 |7 11.0%
o) r ® 959-11-0008 BIOLOGY, BETH BIOLOGY BETH [N Normal 5] = loserrow | osfo1/2010 |7 11.0%
M .
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The Deduction Report Errors and Exceptions Summary Report will appear as a pop-up window.
This report provides an alphabetical list of all errors and exceptions in your report.

Deduction Report Exception Detai Windows Internet Explorer

=OH4sIAAABAABAAF

9005 GOTHAM PUBLIC SCHOOLS

HH@'@ Gz @®@[Eew- o e -

Deduction Report Errors and Exception Summary Report
Reporting Period: 05/2010
Employer: 9005 - GOTHAM PUBLIC SCHOOLS

Generated on:  02/16/2011 13:07:36

Generated by:  bgordon9005

Type Member SSN Member Name Rec Type Pay DT Error / Exception Message Override
Exception XXX-XX-0001 APPLE, AMY N 05/27/2010  EXCEPTION:Potential rate error: MTRS rate 11%
School rate 7.99%
Exception XXX-XX-0001 APPLE, AMY N 05/27/2010  EXCEPTION:2% Deduction taken in eror
Exception XXX-XX-0001 APPLE, AMY N 05/13/2010 EXCEPTION:Potential rate error: MTRS rate 11%

School rate 7.99%

Exception XXX-XX-0001 APPLE, AMY N 05/13/2010 EXCEPTION:2% Deduction taken in eror

The last section of the Deduction Report Errors and Exceptions Summary Report lists all
employees that MyTRS expected records for but did not detect a normal record for on each
of the applicable pay dates on your deduction report.

3jSTIDN7 GAIF3WwWCNICR

LhyBhNT3BKTS_KLP!

Generated on:  02/16/2011 16:31:12

Generated by:  bgordon9005

Type Member SSN Member Name Rec Type Pay DT Error / Exception Message Override
Exception XXX-XX-0005 WHITE, C. HAUK N 05/27/2010  EXCEPTION:2% Deduction taken in error
Exception XXX-XX-0005 WHITE, C. HAUK N 05/27/2010  EXCEPTION:Potential rate error: MTRS rate 11%

School rate 7.99%

Exception XXX-XX-0005 WHITE, C. HAUK N 05/13/2010  EXCEPTION:2% Deduction taken in error

Missing Members:

Missing a record for : Biology, Beth, XXX-XX-0008, Pay Date 05/13/2010. Note: If this person has taken a leave of absence, please update their event
Missing a record for : History, Hank, XXX-XX-0014, Pay Date 05/13/2010. Note: If this person has taken a leave of absence, please update their event
Missing a record for : History, Hank, XXX-XX-0014, Pay Date 05/27/2010. Note: If this person has taken a leave of absence, please update their event
Missing a record for : Tension, Dee, XXX-XX-0012, Pay Date 05/13/2010. Note: If this person has taken a leave of absence, please update their event
Missing a record for : Tension, Dee, XXX-XX-0012, Pay Date 05/27/2010. Note: If this person has taken a leave of absence, please update their event

Missing a record for : Whistle, Dave, XXX-XX-0007, Pay Date 05/13/2010. Note: If this person has taken a leave of absence, please update their event

Missing a record for : Whistle, Dave, XXX-XX-0007, Pay Date 05/27/2010. Note: If this person has taken a leave of absence, please update their event
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Adding comments to your deduction report

Deduction reports submitted with certain exceptions must contain comments
explaining those exceptions. Specifically, all adjustment records and all exceptions that
are reported correctly but appear to be incorrect, require an explanation in the
comments section.

For example, if you fail to take a deduction from eligible pay, you should explain that you will
take an additional amount of money on a future pay date as a correction.

To add a comment to your deduction report, do the following:

1. Click on the comment icon ( Iz,’\ ) to open the comment screen.

— 1o/ x|

) o A
Type: Deduction Report

Identifier: ps-2010 Deduction Report

Trans=: 7905

Operator: v
Report Status Override: | ;l
Except. Report Payment Details Error Summary

2. Click Add to create a new comment.

R
1fiv3ua f es xternalfTransactio S S : b
ans#: Identifier: 05-2010 Deduction Report
Comments '
Add Delete Search @
-+ Contrals
Active Inserted Date W Updated Date Comment Type Comments Followup Date Insarted By
| | Ll_‘
[Done ,_ l— ’_ ,— l_ ’_ ,— [Q Internet g v \ H100% ~ 4

Note Please include members’ names in comments about particular employees.
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REPORT PROCESSING

A blank comment window will open with the two required fields highlighted in yellow.

_Iojx]
ans#: Identifier: 05-2010 Deduction Report
Comments
Delete Search @

-+ Controls
Acive | Inseted Date y | UPC™™ Comment Type Comments Followup Date Inserted By
o) Insarted Date: 1 Deduction Reports > I s .‘_I j Inserted ;v,
LI =
=Denotes Reguired Field

[ [T [ [ @ intemnet ‘a - | ®iwow -

3. Enter your comment in the Comments field and click Save.

/2 Comments - Windows Internet Explorer

direct/1TransactionPages: TransCommentsPagef$CommentsShell. $PopUpShel

irectButtonLink.direc
010 Deduction Report
Comments
Add Delete Search ®
+ Controls
Active Inserted Date § B:;:"EC Comment Type m—
Inserted Date: 1 I—E P
2/16/11 4:58:20 PM Dot Repeets

Dee T

Followup Date
‘ension had her deduction
| ged

tAction

Inser=d By

j Inserted By:
Updated By:
*Denotes Reguired Field
[ [T T I @ mernet [%a - [®100% -/
4. Click Close to return to your report.

/> Comments - Windows Internet Explorer

' =10l x|
010 Deduction Report
A Delete Search @

+ Controls
Active Insered Date W Updated Date Comment Type Comments Followup Date  Inserted By
(¢ Insened Date " Deduction Reports Dee Tension had her deduction code switched to OBRA | '& Insen=d By:
2/16/11 4:59:20 PM accidentalty when we changed payroll vendors, bgordon9005
LI Updated By:

[Done [T [ [ @ intemnet fa v [R100% - 4

You have successfully used a salary correction code to resolve a “base to salary”
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Submitting a deduction report

Once you have finished correcting your report, you need to submit your report to the MTRS for
review and processing.

1) Starting on the Deduction Report tab, check your report total again before submitting your
report by comparing the Total Due to your monthly payroll register reports and / or
payment(s). If the total is incorrect, you must open the report to find the source of the report
to payment variance and, if applicable, correct the discrepancy before you submit your
report.

[Wednesday, February 16, 2011 | Welcome Robert George | Want To: ;' Account Settings | Logout

RS 9005 GOTHAM PUBLIC SCHOOLS
B/M MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM [Change Employer]

Home » Employer Management » Review Employer Reports, Billing History & Payments

Transactions [EsEGleLN:ETllsdll Payment History

Employer: 9005 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Deduction Reports

Report Status: S \ \
C Edit Deduction Report B Submit ] Delete | Distribute |

- g A A
+ Controls

Acti Inserted Report Date Reporting
V€ Date Status Released Period &

n 02/14/2011 w 05/01/2010 | Initial Deduction Report _ $8,693.89 $8,693.89

Identifier Trans# Total Due Total Balance

Note The Total Due field displays the total of the deduction report, and the Total Balance
field displays the balance of the report that has not been funded. Because applying a
payment is the last step in processing a deduction report by an MTRS representative,
these two values always match when your report is in the Initial status. Please ensure
that these balances match your report total before you submit your report. In the rare
case that your payment is incorrect, please note that to your Employer Services
Representative and make arrangements to correct the payment error.

2) Select the Active radio button for the deduction report you would like to submit.

Deduction Reports

Report Status: | Initl = I Show Converted Reports: F
~ Edit Deduction Report 1 Submit | Delete | Distribute |
+ Controls
. Inserted Report Date Reporting . &
Active pie e Status Released | Period Identifier Trans# Total Due Total Balance

n 02/14/2011 m 05/01/2010 | Initial Deduction Report _ $7,136.31 $7,136.31
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3) Click Submit.

Wednesday, February 16, 2011 | Welcome Barbara Gordon || Want To ;l Account Settings | Logout

! ! !12! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM ;

Home » Employer Management » Review Employer Reports, Billing History & Payments

MICUE-CLS Deduction Report JEENMNELIAE{1a%

Employer: 3005 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Deduction Reports

Report Status: I Initizl A Sho\[l Reports: |

Edit Deduction Report 1 submit | Delete | Distribute
+ Controls
. Inserted Report Date Reporting &
Active pate y Status Released | Period Identifier Trans Total Due Total Balance

n 02/14/2011 m 05/01/2010 | Initial Deduction Report _ $7,136.31 $7,136.31

A message is displayed on the window.

Wednesday, February 16, 2011 | Welcome Barbara Gordon |, Want To ;] Account Settings | Logout

! é JS MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM o

Home » Employer Management » Review Employer Reports, Billing History & Payments

OTHAM PUBLIC SCHOOLS

LGOS Deduction Report EENMNERIN ST

Employer: 3005 GOTHAM PUBLIC SCHOOLS | New Deduction Report

Messages(1)
This deduction report has been queued for submission. Please check back later to ensure the report has been submitted successfully.

Deduction Reports

Report Status: =] Show Converted Reports: ||
Edit Deduction Report 1 Submit | Delete | Distribute
+ Controls
Inserted Report Date Reporting -
Active pite v Status e N =] Identifier Trans# Total Due Total Balance

n 02/14/2011 W 05/01/2010 | Initial Deduction Report _ $7,136.31 $7,136.31

After the deduction report is uploaded to the MTRS for further review and processing, the
Status of the deduction report changes from Initial to Pending. You can no longer modify
details of the deduction report after the report is submitted to the MTRS. Even though you
cannot make changes, you may open and view reports that are in a Pending or Released
status. If you can only see reports in Initial status, switch your filter to All and they will
appear on the screen.

You have completed submitting the deduction report.

You have completed this guided practice.
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